A study of the duties and activities of the superintendent's secretary by Rossi, Armando S.
Boston University
OpenBU http://open.bu.edu
Theses & Dissertations Dissertations and Theses (pre-1964)
1952
A study of the duties and activities











SCHOOL OF EDUCATION 
A STUDY OF Ttm DUTIES AIID ACTIVITIES 
OF THE SUPERIJI'l' END Em' ' S SECRETARY 
Submitted 
Al"'l&ndo S . Road 
B.S. in Bua1neu Adm1n1etration 
American International Colle&•• 1949 
- .~ 
' . , ~ ... 
... ! .... -f. ,• 
- .. 
In partial fulfillment of the requ1re~nts for the degree ot 
~eter of Education 
1962 
nr.t. _..,.. LwW 1. 81 
.... ta- _,...._ 
l 
' 
I 1tlth to eapre•• at alaoeN •PP1'•o1•tlon to 
Prot .. •o• lAater t 11\Wle~> tor b1a t~rnluabl• 
••.S.atano• 1 tbe pre~ra,lon atl4 •ttJ.c of 
ti• '"•'•· 
CllPf PA 
t . Il'fJl()D !101 •••••••••••••••••••••••••••••••••••••••• 1 
•~~ to~ t Problea •••••••••••••••••••••••••• 1 
AD l,al• ot !~ P blea ••••••••••••••••••••••••••• 1 
~tltlea~ion ott~ ~o~l .. •••••••••••••••••••••• 1 
0.11111 ta\lon ot ! Pro,l• ••••••••••••••••••••••• 
be' Probl• ••••••••••••••••••••••• 
•••••••••••••••••••••••••••••••••• 
on ••••••••• •••••••••••••••• ••• ••·••• 
raxa .AID m lU'atrAti !A ••••••••••••••••• 




























· ts A ! 
















I OOt!C'l' 101 
t.tb1e e't~J' •• con4uot..S tor the pur •• of ctne Dlq tbe ezteDt to 
wbloh a aeed tallta tor 'bftwr ,.rfonanoe of the cl"'l .. and aotl"f'lts.ea of 
~ auperiD'tell4erlt•a ••oretaey. 8saperlllWD4en1:t .. ,. ct•111 an o l'tuld.'J 
to 1Dd1o&te tt• decree of DMt tor laprowd teotmJ. uee lD oo1-.. bead~ 
cr•• DHCJ. -.cdeN-te DM41 llttle ~ DO •..t• 
A .-ore •t•o1fle breatdollll ot the pl'Oblea rnealt the three tollow1D& 
ooordlaw.to pu~•potll • 
1. to c1tJtend.ne the de~ of oeed tor li!PI'O'ftlllen't ill th4t per .. 
ro .... aoe of the ctutt .. of a aupenate~Bt'• aeoreta17 
2• to pr'OY1cte tHretar1 .. to t1lperlnte.Dd•Dtt with a~ 
tmowl.eclp of what Ia ~ ot th• ln tbelr work 
s. to oj'flr •uccut\0118 toP lllp1'0ftlleDtl lu ~ tn.1Dlag ot 
potez:Ltlal aeoreiar1ea to aupeplntememse 
1aad•Q•O)' of •1'11 ~ ow lduoatlol*1 pnn1.... lduoatort. tea aMra. 
a&alDletntor•• puen"tt, and publlo ofttolab are tof'lllD& an J.DqulrlDC 
attitude aDd J.ooJd. tor •Y• to lapron the eobool ayttea. ob ot the 
lDQul17 aoooeJ•n. the leaderablp of the edmt..Dlttl'at or u d the •tt1c1eDq ot 
hlt .-tbo •• 
oh ot •• 1u~r1nte ent•• ett1oi•nCJ ~ep4tud1 upon h1• eeore I'J• 
It 11 •h• who hold• itlw bJ pod.tlon 1n the aupel'lutendent•e ott1c•• 8he 
tunotlonlkJ~ of' th11 wq 1 portant ottlee. 
The lJlpol-t&nc-• ot • eupel"lnte ent•• aeoretal)' to e eohool •Y• 
le nll ,,_••11e4 ln the tollow1ne •tat.,.nt bJ •rtta S. Luclu "The 
I 
euperlnt ent'e teoretal')l 1• a oomb1aat1on of teacher, a lnbtrator, a 4 
publlc relattuD8 ~reou. Ber tra1n1D& tor,. her W1deretaDd1DG of, 4 ber 
attitude• o•,rd her w:>rk wlll play an la .. ortant role tn tbe IU.Oce81 or 
1 
~11ure of tb«t pertloular tohool 1~1 lD Whtob tbe WOI'U•" 
In reoosnl'blon of the lapor 1101 of the job ot a eup.erln ndent'• 
aeoretal")',. an eduoational 11oNtar~b1p pr ram baa beoD aet up by the 
ubor Junior Coll•&• ln Loa 4 el .. , In dllorlblae la pro • • tM 
oatal ata1:;e,. -The s1t1on of eobool ••ore'taJ'f ll m exeouti•e poet 
and a o&l whtob 1s att.lned after a 
a 
rlence. " 
adftll~ bl'" 'been orpnl&ecl. the to11ow1nc are a tn ot tbe tml• 
'ft'rtltlea tbat ban eponaored,. durin the paet ,...,.ral ~,.. lut1tutee 
or worbhope J'allslD& in uratlon troa four y1 to tb:ree weeua Columbia. 
1Luok, rtba • • "Prof•••1oua1 Statue and !ralD1 
trator•a Seort rt•" •ol. ''•fl. Aprll. 18611 p. tl 
!xbtd. 
Die• 
tOrmtuc orc.anLaatloxas to 4teoo"teJ' what .flY 
tent cea •ad ·tholr oaoupe.tloal ttaucnnc• 
I 
a.dmlllletratOFII • awre lbba<t their ltJONtar1-. ut on.n l.aokl lD the 
tklllt DH414 tot' thelr f¥~ of «n'k• •r• o-.lllllf: core and more tor b1 er 
a ~· of 1t•retarla1 etflote f• thtt •3or •ed fOJ' lJspro..t the 
1. fbe ~&enem tre t II" 1 oft. OUI" at1o 1 ,,...,.. 
oallJt for a blcblJ etn.ot~ achd.z:lit~.ratift ttatt of wbt.ob 
the ''upeJ"lntelldent.'e teo.t'e la e tat.gal part. 
2• At t;be .auperiat~''' dutS.•• and Mapcu1bl11tlc• S.DOreue. 
he i ta reoo&n1 tl- the DMa toJt 'bett.,...•trai. cS ... l"ft&l"let 
who 'P<>••••• N ~ 3'uat tM ballc aeontcls-l•l ablll ttea. 
s. !b4J ttHntar, • •"td _, bettu bel' ooou.patloral ~1'14t 
both t10 ttD etA polDt ot PrAtte- aud better r u»NtloD, 
S.t a:aloua to l•m ell ahe •xa ln order '*> do tbla . 
• • !~ tao'\ tbat ao •DT orpDlsaUou end • o rrt eduaat1cma1 
tat!LtutioDI are anJ.-..l)t en &*' S.Jl tnw.tlptl ~be 
probl• of tilt auperlntendeut•e aeoretaq lbould eerw to 
pot.11·fl 0\1\ t the atu lt an la ~ one. 
tbe &.ta obtal.P\l lJa tb1a atudy eboul~ lll -..luabl• tor tho•• 
teol"' !'lett wbo wlah to l!ipr'o'" tMl~ •tfte1eao~ a •h6ttl be helpful to 
Oflt1ob&l aecmttaq. 
fhlt ~•t• 1tud7 ._. 1la1 teeS 1D 1oope to • n 1 ot tba rea 1o 
ot euper1tltentf tt • to the duillea, aotl Y1 tt"• e. \ral DlD& ot •uper-
t.DteD~ntt 1 a1-.retarte.a lll the 1tate ot llllataobulettJ • lt c.Ud C1ot 
~1\ld• $ ~•k of aeo~~l<m to ?l"in-:::.tm.lc o:- the lenM"a1 ottt.oe 
W¢rk !'s 1n fS<k~l ot1'1eea. 
nrt'-'! 1 z$t1 ~ nt ttw. ~blt'J;ft 
ctaptq l preaente the ••temtD'ti• ••lfa1e, an4 3Uttlfta.,_oa. ol 
-. pJ'ob1 • c~ ~ II p-aaenta r lAtod 11tot'tfture• CbBJt<er xu: 
,.._nta tM mt"~tbod ot P11>0tkilU"•• Che.ptor XV pt· ents tho Mllly•lt 




AD lDterue·U an4 111to t1 ft etudy olo.ely relatecS to ta 
paniaular ett 1 aa • • by Della Ola Ol4tZU1 ot l&ht C1tJ• kla~ . 
!he problL• •• atata •• "to •k• a o parltoD of e qtallfl• 
u iea of eeore l'lea of oltJ eobool au rt.~ enta lll 
Okla~ w1 th rec rt to aoad lo tn1Dl111• eteno pblo dut1••. utl" 
ptr 1Dl to fica olal reoorc1e and npwta • kine utlee, duties 
pertahd. to \\a ud V.upol'tais101l report. , teaobt 4uttea. and eoel• 
laJliOUI d\ltlft! • • 
ft. other purpot" of 
11\tl l'ltted ln b~Ooa1 tMI'I 1"111 to 1Uplr1ntllld1Dtl ill Okla~. to 
ooepar the 4u.t111 of t t e ... retarlet of olt, tobool euper1nte ant. 
uaect lll tblt ttudy, aDd ctn teaohert of teorftldel traln1 ooura .. 
lD Okt.~ llrt1i-baD4 1Dfor.tlOA of • dutlet oft of the ol~ 
te "1 IIOk-'ltarllt lll Okla~. 
!b t,.oltlo qu 1 ion~ ••at tO tt. .tt aeoretar1•t ftN bated 
lJIIo t10Zl ptberld fro a tbor b etudy of ~· 4ut1et of ODI aeontary 
lll tbe 'tOWil of rokea ·-· '~ lcoluded que tto~ ab ut awzaocrapb1o 
dutl•• • 4.atl" pertat.Dlq to bu aiMS tranapor tioD repoJ'tl • a 1 
repo tt, an4 IDlJl.J. o r 4 \1ea tblt t • •"r.- -q to • auper1nteDdent 
perf:') • 
lt •• 4111aowrec1 t t the dutlet of all tlw eeore rlea tbrou bon 
tbe eta • were 'WfiJ'1 d lar wltb all&" 'ftr1at1 •• to the zatur• • 
tr CiUenef ot porlorm&Doe. •o t;y • p rtorae4 1>7 100 per oOZit of tbe 
eeoretar1•• • Of the 48 teoretarl•t • olll.J 70 per oet of' t h pe.rto 
-t1.- ot tbe apeolflo dut1~• that are 
thl'ou.chout tll• ttate. Of tho M c1\lt1ee 11at. 1n tb• qu st1ozmal:r•• ool1 
16 of th• Zt w·eJ'e 5ArfOI'me4 by •• DJ •• 60 pw oent ol the aMretarlee • 
Ot the M duu ... t1pt ere pePto ed 111 OD17 one 1Mnt&J7• t!llt7 
•• perto:rJIIee! 'bJ oA1J aix aeore'tartee and oue o1:h$r 4ut¥ •• ~rf01'1'14 bJ 





leeptac bootkt .. Pllte reoorda x 
1'&1 tl~ -rftlltl z 
lta"dDg olal• alpec1 • 
ttectaw.riJ&& erna t. a 
IHptac work 11beot of aala!'"l.. z 
A~1DC boa1"d ••'111&1 X 
Ml'ld.D& persom~l r~or• s 
llaki etat1ai~1•1 report z 
lfald. ftD!la.oJ.a1 report x 
IIH1D& tnupc•natlon l'tpoft x 
kl &OOJ'ttdl.ti J'._,oH Z 
Jlakl~~S Worth Central AtaooS.at1oa 
J!eport . 
klAC Batlom1l Aeaoolat1on B1ezm1•1 
alaf1 %ssqu1.,r 
lf*iDS tnrttf•., r• n 
killC att 1na. np~ 
ak.l!ll aCiate 11lt report x 
Jfakt Ath1n1.c .Ataoo1aticm epori s 
MUJ. report to ooVDtJ 
euper1atQ41G'ti 
tllc •ooat1<tDA1 repor' z 
Jald inoae repo.,.._ 
klnt HAIUI re~· Z 
*ld. aupel"laaWI14eDt11 'report to 
bo.I'CS ot e4UOiitlon 
Jd. bua I'IJIOrV Z , 
kl , •• anel oll repone • 
••&1tterl.DC of butt" s 




























Trau.-:tur (tf ohl14rcr 
1•1 a ao~1 poblie k 
B•1pl»& toour«t b1rtb otrt1t1aatQ z 
B• llttae tloketa tor ••hoo1 ..-v a 
fl ottl 1 ~la •• _. x 
Mlaeognp!\laac a 








1 r•lat1oa to • retarlea 1a th acbool 
'"r.tal')' • ~ I' tbe be ••r ry 
........... lit • 1 •• ,. bttb •• 
tac' 'bat tbe ttvcly oeJSt-wecl 
.......... 1'1. 
'f • authc•r of bl •tu lwr 
& "' dnt.e out oP o of • 
' 
tso !Sd an 4~•• . aer 
•~• tutha 1;hoa• loh nrat &4.'t!D1 tra iT& 1n tw-e. ~ pot~ •• 
eapbadaea tt.t tho h obool a6dtdttnUGb •1 b• ohloflr tho pr1ael• 
1*1'• ar l\lp4J1'1atena•"'' rupCA~lblU'J, 1• 1• alao eloaely htoolattd 
I 
loyer•a 110rk la tbe 1\Jlftlbw t ot hla 
1 
poa1t1 ut bia dele • dutlea • • 
aovo. ot ta tar tb1a aWc!J a~med from 
•rle4 uperS.c•noe •• a bualneaa •••r•tarJ• e4uoat1o 1 aeo~etary. • 
o..-erotal tlloblw. 
A .. eoDd •3or IOW"N of 61t. eo•lated ot a obeok ll.et dna p •• 
P1 ta b ror tbe snarpo•• of det:enr4Dlas 1tle aotual utl.ea per font by 
rta of the etate. A aeooDd q\Mattozmalre drawn up bJ' tbt 1IJ'l er •• 
plo,ecl •• an ad41 tlcmal • roe ot 1nton.tlota. lhla waa dft1snect to 
•• r• rl.oe perto • to ..te t a 7 wortb11blle. 
the ISO '""tarl" lDol 14 la tUDC•a a ,. 
Grouels uabe1" P4tr Cent 
er reoat-tt en e aohool 
d1pl~• 0 100 
1 h a bool cUpl • •• 90 
Coll•c• t!ilple~~Aa u. 12 
bel" ~~ 11111 ooll• 
ondtte 81 •• 
,., ... attnc~t.oc pon b1 aabool 
c roS.al. ola11ea 29 
• 
to roretct r la tl t ~0 ct.or .. r1 e o o lo~t.~ the 
qu at1omair" ll ot th co lot 0 clc. nt&T! t chool e.nC 48 ~n1sh hlch 
achool wi h on l;01Xlt; to e. pl'i'Vkt• aobool (l.t.4 :oth 1' ,oltlft p1rt t 
t!U"O\.lib hi h tJobool. Ot tlooae fhdabi hlgh aohool , only ll reoelY 
coll e cl~reue • 1'1 w o plcrted r4f t D ten aolles ore ita • t aeoUJ'ecl 
41ecr.ua roa 4Ad1ta alid \.MlU'orm• S'C&i'.e .L:t:aob ra Col1 e. etween one 
Oft!" I 
fr thla croup l~ cUd not att.=.pt ~ f\lrtber their eduoatloDe 
Dll a• ot t e tiO r.oe1~ d1pl • or o rtlti tea oa tu.1D611 
IOboola • Joua• out of the eO at"Dd.a oomez-olal Ola .. ea iD IWDl bl&h 
olaeaoa . 
'.tho 4ut1.•'• of tbeae e l'cttarlet e~oompataed • 
office work. rcoat o:i 'lt.lch included dutl fall1 under t~ r. ral 
operatlon of off1oe •ohlnn. end almllar otftoe proo durft . 
alpltlaaut wore ac!a1DJ.etrat1n lD zatur•~ !be author ot be 1tudy lleta 
tb •• tollOl"' 
1. RolcUltl& o teranoe• w1tb p&rellta, W..cber• • aD4 pup211 
2• Arranging r r the oar• ot ell.••" 'lll\tll a eubatltuto arrina 
s. Cbeol;ing and pro'f'i bt.lla ant brventortee lD tho aboenoe 
ot 1t&e • 1D1atntor 
4 . tcep,.~ D ! mers ory ot oftlno U4 achootroom euppllea 
~. elpl\~ ld.th .taoult1 •nlDp (otW.r tball eneral 
•••lotaDoe) 
e. 'faJdnc 1n•Dtor;y ot au.ppU•• &llcl equ1paell\ 
1. DlltdbdlDC euppll•• anct equl~ 
e. Prept,rl aobool payJ"oll 
9. Seourt lntor•t1on tf# ecltran" 4 dlaoharge of p111 




111 b t "trs t };XI otlH to 
onaountot' par1Jnt.1, eale>a n. Mlnber or the ).o 1 OOlntJ\Ill'll'tl• and luter~ tecl 
•terri to the aeo%'0tnJ7 a s ._ "Qt'Cblnat1f'n f tP.ao!'ter. atl D1a• 
1 
nt • and :l!~bl1o reltt.t1o 
~ do to aoh!ne 
1. P:·elLrd.lllll)' an4 ln· • •1"fioe tnlnl 'bat imparte e1dlle 
•nrl l t t.• t.nteUeotuol lll ot.raotoar •• well 
3 . .A "rill nsne .. :t to i i)TO~ oo;:rt!.nuall;{ t .WOn i~' lt 
aacr1f1oe 
4 . Ll Ye an4 work by tho aeoretarlea • oode ot ath1oa 
6. elp reorut.t repla 
r .... '\.ra or rf.tht't ~ 
n.. t~r VIi~ protflu' n l org.on\ t1o:us for e4uo: t1o - 1 a 
;~eoretarloa to et up .t&Ddard tor bera of the croup 
· rt u #tldronlet:t.t()r9 3 f(lor• ry," tlo~•• Sohooltt e 
4 , 4or1l 1~61, P• '1 
u 
ry ehlt adYOMtel that aeontarlea ooaMt to tbelr jobl 
1-ap of the wotml of cat 
&leo, know wh t S.a &o1 o 1D tbe world an4 tey to ••• thoaa aot1 'l'l tlee 
S.u relatloo to tholr llJ ea. 
y lcto 
aenn ••parat1t oate or1ea. la nan 
oti'l.oa .._,.11' tball lil Pft"loDal eeo.r• f?/• Quots. i'aul B. Jone ot 
PalJa1ra• In Jttalf, cbt 1 .. , •.u 1a all aohool oftioee, th• eeont.l'f 
' 11"1 1 the btloaopbJ of e4 tl ln tbe tobool tyatem, a of 
!be follalt d1a aobool •• re• 
ies• dutl • !be 
CBAPf 111 
a on 
The prooeldUl'e • 1n conduot 1 ibb etudy le outlined below. 
1. Jefore bectrunq the etud)lt relatecS llwrature •• read aacs 
intenl ... were beld with ••ore r let and tbelr euper1ntendenta tlu"o bout 
ftr iou. hl toboob ln t loatoD ar•• Artlolee on related literature 
were loated throueb the uae of the duoatt. 1 Index and the ueluat 
lolez an pro't'e to be a 'rilluable eouroe d 1ntonat1o • the purpo•• ln 
holdl the totem and Hadlq related llteratuJ'e •• to help dotend.ne 
what type of lnt tlon would be at pert\ nt to a etudy of thb tlnd. 
a • t.etten were wr1tt..n to all e-uperl.nt enta t.n the etat. ot 
•••aobwaettt &ekl t.t they woul d be willln& to antwer a queetlona1re lf 
lt ..... eea.t t1) • !bit prooedu,. t 1 est.S by Dcmald D. Durrell. 
Dean of the Bo~•ton UD1'Yeta1 tr Sobool of 2duaet1on. ae he t pertal*ll7 
lntereeted ln 1~be •tudf c 4 wnted to a11ure the r~-urn of a •z 
iber of reapc,uee •o the queatlormaln. Durrell peraomll7 t1gned 
aU tbe letter•• tent out 1n the hope tbat bit at ture woul aene to 
l l'Jdloate to o au rlntendente bh 411p pereo 1 lnterllt 1o he eubjeot. 
Ill tb cb lett••r eet out a poe tal rcl •• eooloe~ tor • euper-
ll'ltendeut. to cabeok WS.th a ")tee• or •Do• an .. er . 
3. the queatl lre •• coD.ttl'uote4 a •• dhided 1Dto foUl' 
eepat"&te parte , 1a.olu4lns ateoopapblo and aeoretarlal aotl'f'J.tlea. 
bookkeepi aot1'Ylt1ee, typ1 aoth1t1ee , aDd ar • of atut!y. apace •• 
aleo pro'YtcJecS to-r anJ ceoeral e11t1 tbe wper1Dttrtdenta wlahed to •ke. 
• • • huDdr ed and fttt)" n .... queat\ormair•• ether with 1ettera of 
traraaml 1 were ect out to the euperlnte eo1:e ot aaaohuaetta who 
11 
1Dd1oatecl tlwlr willlDP•II to partto1pe.te ba the atudy. O• huDdr &IUS 
thirty one queattoxanal.rea were reoet'nd , •t1121 • total reaponae ot t . & 
per oen11. 
5. be eata reo«J.Yect on tbt return queatlozmal rea .. re returced aDd 
••1J&e4 •. 
e. A·~· cono1ua1ona and no 
the tl 1np or tbe atud7· 
Dd. t1ou wen wrlt be.ae oD 
rpo • of thla a loh a 
DN4 cdata tor betteJ" prrtonano. or • eut1•• au aot1't'lt1oa 1: tbe 
\ d"'ttA errtl'• eoretar,. 
1rftt a t out t? a r tnto ente t ot ho• t 
etate or aaaohus.tta, L,l wre rtrtUJ'Zled• ! e &raPba mel bl" to 
tbla obo or ref'leo' the op1Jd.ODI of ~· 1uperlate eat~ re r4l the 
41X'toat ilo wh1ah a DMcS extatt fe8 bntw perf'ol"'laDDe ot the dutl .. 
aot1"ftt101 of the au el'lut 4et•e aeoretaey, 
fhe '"" lw ahow ore • t 01' en e DH tor lmprcrred te b.. 
zdq • ale aoool'dl to e\&pei'1Dteftd te •~ tbe qu"1»1om:alre, 
ft\e •oDtlmao blaok Une on he phi repr .. ent est nt ot &~"•' 
need tur 1 r~ teo lq., a thlt pertorate4 U.Dt repna til the exte~ 
ot orate llM4 for l roftd teobalqUH lD tiM . J'foi"'ZZUot ot tM teoJ'e-
n-•• l••· 
teo phlo A Seoretartal Aot1 ~ U•a 
P1uUJ'e l •l:loMJ that, tt. a'knoptapblo asuS aMRtar1al aotl'fl• 
ti .. , a•t1et1 iD be p&J'a lOD of IDII 1 repOJ'ta .. OODil end bJ 
at 1 rlDWDdenta to be tbl dut7 tot> wh1ob tt. peateat aeed tor 1m-
pro n of perfonanoe ealttt . txv•three eu riateD!et. taU teet 
tbat optnlon, W'blle '1 upr .. t tbe o 1D1on t ' a uate l!Md tor 1 
pro•-..nt ot rtonrauoe ale 1D tM.t aatl'YltJ• 
C otlDC &ood bue1a.ea le\tert •• lbte b7 81 au rlllteDdettl at 
odente DM4 tor ro•..._t. !hlt a be ., .. trued •• l loatl 
•~ clla.atltlaotl ex1ate n the p&l't ot t auperlate enta 1f1 
t lr aeoret.&Joy•• abU.lt,' • a &oo4 butllletl lett.r . ! e 41aaat-
t.d'aot1on lt almotil waDlao , W.l')l 0111)' la de ... 
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Typ1ng tabulation and stat1at1cal 
Jr.aterie.l 
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prooeas 
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Typ~ng atr&ight oopy work 
Typing attendance report• 
Typing telegrams, 
and/or oablegra~ 
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Tests and Measurements in Education 
Curriculum Construction 
Sohool Law 
Philosophy of Education 
Sociology 
Principles of Education 
History of Eduoation 
Fig. 4--Areas 
Responses Of Superintendent• 
N 
01 
8teno npb1o 401l 8Mr.tal"lal Aoti.Yltlee ror cb 
fbere I• l-ittle Or o 
for IJ~FoW~~~Bilt 
1"able tt lhoft tbe ~ ot euperintenden who lDSt. •ted t 
Ut~l• or co Deed t• ta~pro•••at estate t.a the ;.rto not~ ot a~no­
JI"&Pb1o allll ... retadal aoti'litl .. • 
tt. peewr the....,... of euPedllteD4ed8 who S.Ddloate *' U.tble 
or no Deed tor bapi'O'MilfJilt •n•a ta tt. parton.D- ot •DJ a•tl'flty, the 
, ... .,. the o-... of aupef'ln~dtotl wbo 1Ddl•te a creat or mo4erate 
aMct fol' lll(tl'O.,.eot lD tba~ aotint,. 
JG 
the tollaw1 aetttdttea are thole wbJ.ob (if to 68 eu:perlatelldet. 
tDC11•ted &J'e la Uttle or tao a...S for laproYemelltt ptepal'l~t~ tnuorlpte 
of erect ... oontaettnc eubltltu'te teacher• ~ DHCJe4, •••letlac; la 
procr .. eo~ull • pari! oipatlxaa lD aefti •• tut.rac dlotatl n dlreotlJ' 
'"PlD& a bull•tla boal"cl, a~lDC telophoD.e proper17, aki 
appola ate. Pr1d1 out tuttle a to eoboola, IID.d takl 41otat1oa aDil 
tftnloribl DOte. wre tlldl•ted bJ 42 to 4 au~rlDtedea~ to be ta 
U ttle O'r ao ued ot l.p.to'nd teohDJ.quee. 
the tollowlD& aotl'fltlea 1INH lud1e.Wd b7 l••• tban 40 auper• 
ttrtftd•t• to l» ln 11 ttl• cw DO -.d tor blpro'f8J:ent& kup1 ,. a lendu 
ancl plaol art;lolq la local 
oenpapera. 
ration ot aamal reporta. 
a? 
.-..b 1:»7 npena eta S.a twlttlh Caa .. eucb •• thla an laporte' to 
DOt• eoeua• q gt.•• a re aoonrate ploture of be relatl'M ~ tor 
lcpatovtl!ltllt of eo ot e eeorNJ't.al a.tintl•• •• ld te4 bJ au~· 
lDtelide • 
fable J:. ahow t t &aalltt l t pr paratloD ot a 1 Npone 11 
tbe anl.t.ty tlbleb 106 a ~t.awll9nta 1D4S.oa e4 ta t. l uea• or erate 
100 au 
etter pefona • bJ t l" rt ... while 
t ·~·1 lood ua1•ea lJJ'tftnt lt lD 
eat va\e ed ot t OY4tllllllt• 
KHPltae a •1eadaJ' of 1J._ Jtal''• Hbool aott'fitt .. and o potl asad 
plaol.DC artlolea ia loaaJ. DMJepapen wr• •ob OODI14eftd bJ t aup.r• 
1ute ~ o be la ea\ t:1 er.te of lapJ"<n-.m t, llblle 1 euper. 
l tftdeata 1 \ llHt1Jic .. bool 'fl1lton ta lD cr-t or 1104•,. 
.a ot aut • 
!aid dlo ton DGor1b1 ao~ ud ul otti.M •ohlnee 
n •ab lDaloa bJ 7 euperilltO~te to b• S.a crea~ o~ era• ne 
ot i ~-.t. 
• 1!21 ou~ aottoea o aehooll are lD ere-• or ~erate coed ot 1 .. 
pro • 
!ha follCII\ aotl'fl~lee -~ lDdt.ca b:y a to 1 ot M to 6? aoJ:MI1l'lllt 
1nte enta to be la p- t oJ' aoderate ce 4 ot Sapl'Ow tu t.ktnc dl .. 
tat1oD d1reotl.J on typewrl , &DIW'811. ~P De pro rl)', ao11 ctiD& 
eul>atl te.o ert oeeded. tats 111 a ot aohool board e.tuJ other 
..U , aatla\1 1Jl pn tc ult # pas-tlel •l 1a •Uaat• am1 
preparlD& t.nfteorlpte of poad ... 
~ 
rAD l 
0 ti11li!AL .ctxvn lC 
' 
Ja A G1lEA! 
DIPROVBD tmm~ .ace 




•••l•tb& lathe pnparatioa 
off-M•l r~ Cl3 fl 101 
c~1ag aooct 1111818 1• ,. a a 100 
le~lDI • oalelar ot tM ,-tut•a 
aobool •ott.Yltt.•• t8 . ., n 
tl eo II 
Jleetl ••boo1 'dalton 67 M tl 
faklDC cl1etat10D aliA ~orl 
1JJC ~ .. u M av 
Vai otft• •oblDH •• 61 ., 
lfUl appol~ 16 u 
" Se.acn. ctn DO~ ... t0 aoboola S2 ., 
"' 
leeplac a bullet1D ltoar4 19 &S ,, 
fald 41otatS.ou dtnotl7 ea 
t~pewltw lt &I ., 
A~DC Mlepboo• ~~17 •• es ea 
CcmW.ttrc aubaid~ -.. •• 
-enDN4-.t 18 •• 61 
!aldoc • ....,.. ot aobOol boa...S 
aD4 oi:t.. •t'tlap a• ,, 01 
Aealattac la proc aohe4uliac 22 ss &6 
Part1.ols-t1 ln ... ttDC• 16 ae M 
epatiac tnDtorlpu ot &r&d" 18 S8 &l 
St4n~nphlo .And r,.,r• rilll .Aat1Yit1ee for Wbiab 
tbft• la U ~1• 01' tlo llee4 
ror Iaprofti!I8J:R 
!able II ebow• the nUiftber ot euper1ntementa who 1ndlcatM 1t 
'lleed tor tmpr 
t.J2d1aatea ar• la Utt~ ~ ao ated for lapro •~1a pr .,ar1 transorS.ptt 
ot CI'Gd"• oontaots.na aubat\tute tt.•bera whoD uee.ct4t4. uat•tt~ 111 
procna ••hHuli • parti.oipa\tag 1n mtnlllP• tak1 clto t l dl~eo'lt 
o.a 'Jp•dt.r, aad taklDJ lllDU'Ha ot aohool ~"'ana otbet' meet1~· 
IHplq a bulletla oar4. en,_.rlll telephoM p~opel"l1• llaklftl 
inc 4£otat1on ~4 
tft.naorl'bliiC aote. •r• lDISlcated bJ' fl to Q auperln~ta to ~ la 
11 ttl• or no D"d of lmproftd t.ob41qu." • 
tb• follow1 aotll -d tloa ...,. lDdl.oa'Ud bJ' l•ea tba.n 4t0 aupel'• 
la.t.nc1eDta to be f. a U •tle or oo a.ed tor lapro Ill'• be pta& a oal•Ddar 
ot the ,-r•• eebool aoti~tl••• ocapoal aDd p1ao1.ra& at'tS.ol .. 1~ looal 
oewep&l)4tn. ocnpoat aood budDott lettera. ana aa.ale 




~1»& tnu•riP'ia ot cl'llClel 
e.-.u au ttl tuft te.otwre wbta 
tae.a.. 
Pa!'\lef.pat1Jt& 1D ... tt 
fald M.otl'tloa 4!Pot17 oa 
t,peus.w · 
tattllc mli&UWa of atl1oo1 beaN alld 
othet" ... 'ti • 
&-.pl»& • \llldlll bo&n1 
.t..-rs.nc •l•phobl &Woperl7 
lllld.a& • ~~ 
SeDM.a& out llOtloea to ••boo1• 
t&Jd.ac diota\loo aas& VU.orS.blllc 
~ 
tlelng oftlce ••bll*t 
lfwtlq aobool 't'lt1toN 
••Pi • oal•Ddal" of tM ,.ar•a 
aohool otS.W.tl .. 
COJIPOil . a plao1ac anlol•• la 
lo 1 DW1tl.*ptre 
CampoaliJI aood buel••• lnwa 
Maletlaa lD \lMt ~puatloG ot 
aauual. ~
wo 













ooldcoepirac •o n • or ·us. r r• X• 
A. Gr•t Or W.ate 1N4 
fo'f' Impr~l:R 
ar•tor 
a 1D • . ot 
order a tor eohool eup U ••• equl 
•rate H4 ot l 1"0 em. 
' 
oate4 tJa noordl nc 1lt'f' loea 1e tn pea1J o~ 
ll la \ or 
t ta ep 
tacUcatecl t t t.epla& a eobool r•t;tet.. reooac111D& a 
P"J)'oll recor 





~- epo~ Gnat MocleNw 
.... lee4 
Aaet•tt.DI t.a preput.ac ••hool 
bud'-' II •• lOS 
, .. pt._ pa,ro11 ... 01'4. II 11 II 
Pla•lllC or4en tor aohool 
aoppU••• equl_.. aD4 
tedboob lil •o 91 
lfatlal-" purobaa• oneft ,, II 81 
•ocmtl lmoloee ae to 18 
, .. pl lDavaaoereoot'Q 18 41 ea 
, .. ps aoboo1 ,. .. , • .,. a• 
" 
48 
lecOD0111-c benk eta~ 11 Sl ., 
4•,.1 e so .. 
Boo~pt Aotivtti•s J' r ai~b thel--e ll 
Llttlt Or o eed 
Jor tllprcw••n1a 
!able Ill ·~ 
ta ~h• pertoranoe ot tbt•• aott'ft~t.ea . 
t etate t1 
ortJ•tour .u nut~•uta =prq•e tbe op11l1o tha' reoor4i~~& 
ancl t2 auperlntendenta 
'b tn 
from 24 to S9 aup.:rtl:lb~ente lll 1 ted tbt.t plJlol ordere for 
1ohool auppllea. equipt*lt e.ncl textbooks. tcep1D£ yro .. l 1·ocord • &DtS 
Gallet IP ln prepar~ a eob¢o1 buc!cet are 111 l! t t lo or no rt a4 ot S. 
1Dl11eaWd • poea1: OJ* 130derat• 
• ot"""' tt ... 
ttat 92 to 1 aupttinten~onta 
...... 
·~ 
llald. "* opoe1tt 
.. pi.Jic •obool "P''-" 
leooooi.U 
a•oor.t1~~& ilk'I01 ... 
k1 out paN .... Ol'dwe 
1ao1JtC 01'4en tar tobool euppU•• • 
~ulJilltll' all4 ~
&:•pl pa oll noora 
Ae•let1 ill l'Z'•s-1'18& aohool b et 
••• pons. .. 







fJP1DC Aotlntl• Por trh1 b _.. Ie I. 
0..\ Or ..,.. .... 
for 
II 
.- • DM of u.-
te ln creat 0'1 
flftJ.._. eupt-rlottllcSellte lDIIl•W that WJ. a rea••• 
lopoa h la creat otr JI04 .... t. Deed of 1 to"'etlt a 80 tQ}HtrlateJ:~Mnt. 
Ao~l <f1 t)- total 
•• 
"" GI'Mt RM4 




typlJt& aet r oubcmt t• 
duplloatl pJ'OMII SY fl 
' 
typlJ'I t.roa n 4rafta Sl •t 7e 
'n-1 •tntc~t- PJwoft 19 as h 
f1tla& a44HaiQ OD eD ... l JM 21 19 81 
1:JP~ attetl • "pol"\~ 8 61 60 




~~ ·Ji -c ' or c:t TbBro I a 
Lt " l e ()jt o Ieee 
or.,. 
l•P"'r..•• ra~canca, end/or 
• re l"ta. an ~S.D& adNea.. on err'fl81op&e . 
but S6 to 51 aut>erl.Dtondent • u ebown OD ~able 1'1 1n:S•aated a t rOGt or 
mocSente need of b:lpi-~Dt; e.xieta tn tbeeo a&t1Y1"1 ... 
Pit~el£bb euperilltendorrta lmtoat.t ~tat. t)'P1 •tn.l&ht ow wo,rk 
1e 1D UttlG or no need of 1mpro'nll:lent. 'table V •how$ that et ·~ 
t.Dteftdenta .LDd1aated tbat; \ypl etralalrlJ cow work '" in er•t OJ' 
!ypl~J~ from rough dr&fts • typ!~ maatQ aarboJ:W lor du 11 att~:~~ 
prooeas anti t:~pln: .. bulat1oM and a~ttattaa1 tenet •Y• tndloatf.Jd bJ 
0 te 4? B'lPerlllten4trttt •• b.S.n ln llttle r n tlH4 ot 1a I"O't'ament. 
Sewo..,.Sa to 00 aupert~Dtt llldlot.W ''-' •••• • •"'fltl• an la 
peat • IIOd_..w DMC1 of 1Jap'o..,.••• 
!ABLS n 
!ypl• t.l•.,.._, nctloe;,fhl, 
a /0'1 o&bl~ 
atttmdanw repor1Je 
tw1 ad ... oza •~1oJee 
-rypt • tsht-oon 
typlDI t'l r Q&b clraftl 
twtac •• ~* oano tor pU•tlac 
prooe~e 
tntac tabulatiou an •ta\laU•l 
•tenal 
e onlDC 









Area• Of Study \'htoh Are Eaaentla.l Or Dedrable 
Public relations was indioated by 127 superi~bendents to be 
eaaentinl or dea1rnble in tho training of searetariea . or tbie total. 
108 superintendents indicated t! t thia area of study 1a essEntial and 19 
indicated tlmt it is desirable . Tho 1Wrlter mehcs to emphasize that public 
l"'elationo is the one ar$9. of study indicated by more than t\ro-th1rde of the 
gupor1ntendenta to bo eas~tial . 
Voioe oul·burc s in~Uoated by a total of 119 euperlntendents l;;o be 
essential or doairable. with 'TO superintendents 1nd1 oc.ti~ essential ana 
49 dedrabl • 
Pereo!Ul(ll rr.ana,~..lent waa 1ndioated by 114 superintw:u:lonts to bo 
eesenUal or desirable; mth 1l 1ntlioatin~ ~ssent1 1 and 43 d"Sslrable . 
Publio school finance was indicated by a total of ll3 auperin'liendente 
to be essential or desirable; with 74 superintendents indioating essential 
and 39 indioati.ll£ desirable • 
!eeta and meaeurementa in 4tduo tion •o indioe.ted by 111 super-
intendents to be essenti l or desirabl e , with 48 indioatlng essential and 
63 ind1oat1ng deeirablo . 
Applied payohology was 1nd!.oated by a total ot 106 superintendent• t o 
b~ ess«ntial or deai table, with 60 superlntenden·ts 1ndioating eaaentlal 
and 46 indtoatlng desirable. 
Currioulum. oonetruot1on wae 1ndioa te4 by 101 euperintendents to be 
esGential or desirable areas ot study, with 44 aupertnten~ents 1ndioatlng 
easontlal and 5f ~ee!rablee 
From 6'1 to 97 auper1ntendenta 1ltd1oated that pb1lolophy of education, 
0 
aoololoc1, aDd prlno1p1Ata of tduea,toa are ••• al 01" cJ•b•ble. 
• ... ,... ot a'tucl)t. OAlr ll to 2t aupet'l • l toated iha11 
tbeJ are .... tal. 11bU• 71 to ff lJXJl ~tat f11 are c! .. Srable. 
lUator, ot eduoat1011 •• S.Ddl• b)' a ~otal of II IIUJerlDteDdet. 
to be ••••tt.al or •t.r•bl•, W1 llrtle t toatt.ae ••••tt.al d 60 
l~loatl dellrabl•• 
r~LE nx 
AltE6.S Cll S'tUDY 11IICH ARF ESSEllliAL OR DfamABLE 
.tCCORDING 'fO SU'PERII'J!EHDENZS 
Areas of Study lumber lumber 
IDC11oat1DC Indloat1Dg 
Eeeentla). Dea1nble 
Publlo Relation. 108 19 
Voloe Culture '10 .9 
Pereonnel Manacement Tl •a 
PUbllo Sohool F1nanoe .,. D 
! eats ancl llMIWOID8nta 11l 
Eduo&tlon 4,8 6S 
Sohool Law 42 68 




Philosophy of Ecluoat1on H n 
SooS.olO&y 1'1 . n 
Prlnolple• ot Eduoatlon 16 '12 
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aatecl to • .....,. 
1. b~S ..... t._, .,.,. D1 oour•• 
.-ould atertal1Jl•rea•• tbe etftol4t110J of yow 
aeontai'Jt" 
I• ld a F of at " for eduoatlo-.1 
aeoretul .. be ot~ la ooll~"'" 
I'JI1~tll:r- 1Up4tl"1~-- IWOJ' ., .. ft to tbl ftl'ltl que.\1 -
... lpt. bad 4et1nl te oplal • 
tuperl-.lii!S·eot. an....-.d ..,_. '- t •" 
GU'M •o •ke tepi'4111C ~· ttft) q 4ooe or · at:blr ~noaal 
obtenation re rdl~a~ ~ wallllll& ot , ... .-n .. to auperlote Dta. 
or your ... ...-a,t• 
1. ·~•m• tnJ.Dlq ibr ... ,.1 .. 110\lU t.rt.a11t 
1 •• • etttol~o;y of ,._ •••,...•7 Pl'OYld the 
ooure• •~ t• 0})01'11' ocmatruo • • 
e. t aehcol ... ...-1'1•• •" DOt .,.olall7 l 
tor t r .,Itt. le-ee.-.toe tftlcl abould M 
ftluable.• 
a. "'oura.. ttW &i~~DUe abo 
. Pklbop f(# ~
'be ••puat.a ,._ 
t ettiolenl7 • 
• • ..., • ,...., • ~~ bJ 2Pttr1 .~ 




oou . -t• 
... 
• 1 ·~- ........ , ...... lldeq 
t l pt • .. p I b k • I. 
1• V1V iDa MM ~ 11-c Sa '=._• 1 ~·· 
0 Ia Uw, loo1olatw• ~ of ~"'-.,. may 
1111 all rl&l* tat' , ... ._,.. •• a lDl -... ' 
....... cJ ••• ., 1'0 bl.J 1d ,... J ... 
1 l•t•.-o...._.l ... 
Bedde these two questions, aupcrlntendenta were asked to lht other 
knowledge• and skills wbl.oh they felt should be inoluded S.n a tra1D112C 
prog~ for ••oret.r1ea to euper1Dtendenta . 
The followlD& aro nawera reoe:i.ftdt 
1 . wA good, fuDdameDtal education tlrat.• 
2. "Budget1Dg ot time in anticipatlon of rush pertoda •" 
s . •Ab1llty to express 1deae 1n writing." 
• • "Knowledge of world trenda of the day and a broad 
liberal nrt. background . Ability to anticipate the 
auperinteD4ent • a problema and keep h1m intoraed . 
Tbla e1mpllt1ea the auper1ntendent'a adm1niatrat1ve 
dut1•• •"' 
6. "The need tor k:eep1Dg much 1ntormat1oJl contidentbl . 
Too many rumors fly about among teachers due to 
careless tongue-slipping of aohoo1 aeoretari•••" 
6. "Good houaeteeplng t.n oti'ioe. lnowledge of oertain 
State and Pederal laws governing emplo}-ment of minors, 
finaJlcial aid, and w1thboldiDg tax•• •" 
7 • "Know when to be ignorant of 1ohool affairs . lnow 
bow to screen oandldate• tor teaching positlona . • 
s . "'nmr bow to deal with the general pub11c. too -~ 
aeoretar1ea haft an iDati tutional and po81eu1'N 
a ttl tude whlch la retleoted in apeeoh and JI!Nlne:ra . " 
9, "Better knowledge ot Englhh and ape111ng." 
10. "I would auggeat that the trairdng of the euper-
1ntendent'a aeereta:ry be oomparable 1n 1ntena1 t;y to 
tbat of teaahera . " 
11. "Ability to orpnhe work of ottlco. .Ab11lty to 
interpret and aomplete •tate reporta and gowraaent 
dlrectint .• 
G 
The tollow1Dg are general oolllll8nta volunteered by aoae auper1ntendentaa 
1. ~A good. aenalbl e girl who poaeeaaea the neoeeaary 
akS.lla , i.e friendly. and knowa hOW' to meet people 
will •k• a good eeoreta:ry. • 
• 
a. "'be •tt• of buiAll of o ftdentlal reaoa'da, 
eon.t.~. et • abould be atHeaed. too tn 
tlol"4t n•• u• tJ'all*l 'o entand p\lplle aad 
of'MQ camplt. ot.t• tt • by dla ouael peraoal 
probt.... t11 ., oplat.on are · •" of 
the oltU UOD ""' law of •t.aate& the 8bo..-e1 lD 
the alr' at the ocmolulotl ot a 7'• Wol'k• !be 
aohool dOOI' ahoula 'look tbetr eebool oo.-e&-,.,lon• 
UDtll b• aea\ a., •• 
s. WJntft' enta t pt'obl of be eupeJlwo 
lotelldenilaDJ b11 l'elatloublp wl t•obeft. 
~people, pu.pUa, ad tbl ftliAJloe c ••lolh 
IDOW •b6t to WI aDd wtat not~ on CODildctlal 
•'-"'"·· . 
f a 'iGatlOMl IHI'ItAH .. 1h01lld laW ft eel 
dlpl oy.• 
' • •x t .. l t.ba1; n 1 be able to lo • people 
1Jl b the t•abDl•l ald.ll•• bn tbtt at a1111 
d1plcaoy ar• the g•teet uaeta, r.a.-al 
a pleaal peraoaalltr•• 
• "Seontan .. 1bcul.d be tra1Ded to aol'MD 'Ill 
11 o_,lalnte 10 ' au r1rttelldct 
4~ cot b&1'tt to loa• to1• lla n1121 to *•• 
a:llaor , .. t .. naea.• 
t . •x ellne t' ' "eentlal that aohool at~tr .. 
t.rl•• lte t.ql'l' t the par1:aeDt of Soboola 
1 a, dpaUtflt ~utteroat b'ca otbol" 
dlpar•rrt=e auob •• f.SiaJ • o11 ct1 • ~o. 
fbeJ .._, laPI" .. t•cl wl' • bowle4p t 
tOboola are O£*r&t.4 for O&llf OM pur II • tM 
ldueatl ot olt.ll · 11 • tbat aoboolf .,. 
pollt1aal u4 tta• ••boola -.o~ 'tll ceo wt.ll of 
all the oltla•• • 
8o ool ••l'etarlet ••• to laok wbat at. ht be 
eftJI4 u •ocsuoatt 1 ~•'bulaf'7• Jtblo lllW.-. 
teru wlth • tltkl ot 41otatlon. !bey oftell 
1a Jud& ~. looeatly • ctrl tel•p &11 
OftJt ti'Jl to looate • b••u• a aohool 
npplJ • lii•D •• look! tor • - a or 
o later • ooll•ce preetde~ •• oUI"~J tol 
b)' e II &lrl ' 1 -. DOt L be ottloe.• 
C)On.tl4end 't>1 COO •lal?erint ¥1 ~ to b~ lD at. 
an, ao~t~ to treque::t.c.y orr pooo•• 
All!tt1Dg ln t pro ra loll of 1 reporta 
tcapoalac cooct butt••• 1-tun 
~et1 eobJN)l 'fltltot. 
l"plb& • caleadaJ' of the JO&r•a tobool aot1fl.,Sea 
Caspoel aDd ttl& et att1ol•• le loot.1 MW ,. 
'lbe 111.:& ete1tOgJ'epb1o M.d aeoJ>etarlal aot!...S.tiee ooMi4.-.cl ltJ' .,.. 
t11pert..-eru1cta 'to b• lD IDOClente n•4 ~ lapl'ow.e$ ...,.. lD Ol'der ot 
SYeqUDoy of .-..-po&~~•• 
Vtl otnoe •ablDH 
loe~ • lNlletlla boel'd 
'faltl dteta,lots aad tnniW1b1DC DOW. 
fakl 4iota"Oil ~l ... ~q t,ypewr1'be 
I"Pll\1 • ~leDdar ot tbtt ,.u•a tOb ol aetl'l1t1ea 
eadlU& o"' DOtJS.•• to aehoola 
!be ftw ateooar-ph1o em4 tMHiarlal •~lYlili•• wbS.oh r'Od1~ tbt 
Aaala'bl lD 'be pl'e~mtlOA of aUDual reporl:e 
leepl • al~ ot tbe ,.ar'a ••bool aet14tlt1 .. 
CottpOa! u4 pSao1q ar\1. C'l" 1n lo 1 newa p•re 
eompoel cood buiSDMe 1~• 
... ,, aebool 'flat ton 
!biJ ftve bookkMpS aoti"fl\1111 11W!SOI.tod b7 .,.1; aupctJ'1utedaq to 
Aaala l.e: tn t:r•l*ria& • aobo~l lnadcn 
'"Pla& pa7roll .-.oorda 
Plao1 or4&tl tor eobool aup u ... equipment. 8114 teztboob 
klq oft PQJ'Obat• • .,. ... 
RMOrdl tawot ... 
.. 
the tlft boollbepl ae\tntlH eoulc! eel t.7 
to'- 1a *>CI.,.te DN4 of IJ!r.pr .,... 
•••lett 1» p.eparl a eohool budp' 
Pleat or4ora tor ••bool t\lppUoa. eq\d.paeD'• aD4 1:ft0oob 
1l ...... ba61DY01 ... 
Jfaklq outa puotue 01'4_.. 
'-PtD& papoU ,. .. 01'41: 
lblt ,,.,. bootDepl aot1V1tS.•• 1fhl•h r••1....S ._ba b1cbe•' _..,,.,... 
Mq.aq ot na~ .. t• cr•' t~~ .-.,.._ DMt ot t "crr..-n ..... 
A•alatt I.A l'l"•paJ'la& aelaool bud&e\ 
Plaela& oe'ieft tor ••~l •up u... equl ~ • aac1 tedboob 
heJtlDC papoll ,.._.. 
~ out purata•• 011' n 
8woi'41QC lii'IOl ... 
the ftft boett•pbc an1..ttlaa ladlat.ct bJ 
kllll ba 4epoalt. 
leep1QI aoboo1 rtclater 
teoo o11lq ...U ata-..... 
l .. P1DI 1D8~ I'Mo,._ 
...... iJic la9ol ... 
the ft" 'Jplaa ••'lYlU" ldaaYct bJIIOa' au})el"llltead.- •• MiDC 
la cr•• .... of ,.,rot···- .,.. 
!JPlDC tabulatlou alkt aiatletloal •epon. 
!~p1q •atv ear 0111 for dliPllo&~l s--oo••• 
!JPiiiC floa roap ctnltl 
fJPI avat.cht oopJ wol'k fJP1 ac!clreaa .. oa ..,.lo,_ 
thl ft.,. tnllll an1Yltl .. wblab 1101t auperlllW ente l t.oatac1 •• 
belDC la aodwa-. .. 4 of 1 rCif•• .,.., 
!J'Pbc ta ulattou tm4 ataUattal r.pon. 
~~~~ _. r earbou tor d lleatt et prooeta 
7JP11111 ftroa ro h clJ'&ftl 
'fJPl .V.lsht oopy wrk 
fJ'PliiC ••~ad&Aoe reporte 
The ttft typing acthitloa 11'bich moet super1ntendcnts 1nd1uted to 
be 1n 11 ttle or no n~ed of improved techniques are. aocord1ng to frequency 
of response& · 
"fyping telegrams, radiograt\8 , and/or oablegJ"&U 
Typing Attendance report. 
typing addre1eea on envel opet 
!ypS.Dg etre.S.ght copy work 
typing from rough clratte 
The t1'" typin& aothi tie• wh1 ch reoe1 nd the h1gbeat ooab1nec! 
trequenoy of reapoDetts for treat or m.odente need ot improT-..t aocor dl»c 
to auper1ntendenta are• 
Typing tabulat1ollt ad atatbt1oal matedal 
Typing master carbons tor duplicating process 
'typing troa ro~h clTafte 
Typing at~igbt copy work 
fyplng addreaaea on envelope~ 




Publ.lo aobool tlaance 
Peraonnel JDIUl&gemeB 
Applied psychology 
The fi"fe aret.a ot atudy which are ooDeldered delirab1e aooordlng to 
auper1ntendenta area 
Soctoloq 
Pb1loeophy of ecluoatloa 
Princt plea ot eduo&tioa 
School. laW 
';eata and meaauremexxte in eduoation 
The 1'1ve areaa of etudf 11'hioh received the h1gheet OOIIbS.nec! t.requenoy 




Publ1o 10bool tlnanoe 
!eate and aeaturementa ln eduoatioD 
1n &eraral. f tact ot • • lodloate , .. , tbe wot"k ot 
'the edUO&t1oZJa1 tH~flt _ . be lalU"0'"4 1D 1.t.J t' .. p ... • wt tbout 
que• lou tbD aeon rJ. .. w111 ant to s~w tbelr edUo&\toaa-1 
bM)Iroumt u4 t r prolettiaDal atatldt • 
lhll• ·t'a• aupetbrtcclentl tu •• deflnlte oour-... are •• 1•1 
o~ deaU..ble tor tbe .auoat1 1 IMPtal"f1 t particular ooura•• 
.. lht bJ the seore -q abould etMtifd-1Md bJ • cte•ml• ot MJ' 
job bd the antt.ol ted Dftdt to dftnoe i»a1•1oru~· to whlch abe r 
be pl'O t.ct. 
fw'tbtr atwss... •bo\&ld be • • •hlotl w1l1 ocnt:r1bute ecSucat1onal 
J.afo ... ti.Oil OA the 00\U'I .. IR14 CODte,. Wbloh W1l! be ft benef1o1al 
tor e4uoat10Dal teoreta~l••• 
furthet" .-..euoh la t~M~Gt<t. allot to 
plAD toto u~l 1» pot! Uon of t 
. ..., ..... ~. 
• met e atble 
eduoatl 1 
s liLlOOR.Uif 
Gall~ . ....... obool .......,.1 .. u• c...... .....-n ... • 
lal••• t;!UM'loa .•W• 'fol.. llal&, lfo'naber, 1980. 
GJ.eu, Della 01&, A OC!!f!!Jl&tiw L~ !£ tbo Sallft•tlou a ~·• ot ~iiliiOII!I!rtiiiidillta !!Oili&iiiii, ',_.,, 
fbi8Ie. "TO ... 1.G1 ... ta .... cou., •• I a 
tut, ~~~~ •• ., oteallOIIIl ln1Dl tatue for tM 
Adi4Dletra-•• "Ntai'J,• •u.om eboola, 'fol. t1a61, 
J.PI"'.lt 1tll 
!"•--•• •• • ohool ...-l"t., C CODWlbute f o let• haole.• 
-.-...~- -.iiiiiiiiiol ... le•• Tole &ltll, Ju ry, 1880 
"S.q, JaM Gtaoe, .la !~llf}l.i£....,.._1"Ja1 .. ill!.~ 






SCHOOL. OF EDUCATION 
332 BAY STATE ROAD 
BOSTON US, MASSACHUSETTS 
June 11, 1951 
Thank you for your prompt response that you will complete 
our questionnaire concerning the work of secretaries to 
superintendentso 
The information which you supply us will be used in 
planning our summer institute for educational secretaries 
scheduled for the week of August 6, 195lo 
As indicated by the set-up of the questionnaire , we are 
particularly interested in finding out the secretarial duties 
and activities which you feel may be performed more efficiently 
through improved techniques or short cutso 
Your cooperation in this study will be greatly appreciated. 
A self-addressed envelope is enclosed for your convenience in 
replyingo 
You may rest assured that your reply will be kept 
confidential, and that the f indings will be reported in 
summary form onlyo 
.APPENDIX B 
A STUDY OF THE DUTIES AND ACTIVITIES OF THE SUPERINTENDENT 1 S SECRETARY 
I. Instructions: The duties and activities commonly performed by a superintendent 's 
secretary are listed below. In the appropri ate column, indicate with a check 
mark the extent to which you feel a need exists for improved techniques and 
short cuts ir. performing her duties. 
STZNOGRAPHIC A}TD SECRETA.~IAL ACTIVITIES 
1. Answering telephone properly 
2. Taking dictation and trans-
cribing notes 
3. Composing eood business letters 
4. Taking dictation directly on 
typewriter 
5. Meeting school visitors 
6, Making appointments 
7. Preparing transcripts of grades 
8o Using office machines 
9. Participating in meetings 
10. Taking minutes of school board 
and other meetings 
11. Sending out notices to schools 
12. Keeping a bulletin board 
13. Assisting in program scheduling 
14. Contacting substitute teachers 
when needed 
15. Keeping a calendar of the year's 
school activities 
16. Assisting in the preparation of 
annual reports 





1. !.laking bank deposits 
2. Reconciling bank statements 
3o Recording invoices 
4. Keeping payroll records 
5. Making out purchase orders 
6. Assisting in preparing school budget 
7. Keeping school register 
8. Keeping insurance records 
9. Placing orders for school supplies , 
equipment and textbooks 
10. Others 
Need for Impr oved Techniques t 
or Short Cuts ~ ~--~--~~~--~--,-~~~~~ Great Moderate Little o~ 





















































































or Short Cuts 
" TYPING ;,CTIVI'riES Great 
1 Moderate Little or Need Need No Need 
1. Typing attendance reports ( g) (41) ( 'TO) 
2. Typing add~esses on envelopes ( 22) ( 2g) (68 ) 
3. T~~ing tabulations and 
statistical material ( 44) C46) <so) 4. TypL~e atraight-copy work ( 19) ( 4S) ( 68) 
5. Typing from rough drafts ( 36) (41) (47) 
6. T)~inc master carbons for 
Lluplicating process ( 3'1) ( 41) ( 44) 
7. Typing telegrams, radiograms , 
and/or cablegrams ( g) ( 26) (85) 
8. Ot.her5 
( ) ( ) ( ) 
II. Instructions: In addition to secretarial skills, indicate by a check mark in 
the appropriate column the areas of study which you believe are essential or 















Philosophy of Education 
History of Education 
Princinles of Education 
























































III. Do you believe that an in-service training course would materially increase the 
efficiency of your secretary? 
JJLNO Comments Qualified or no definite opinion--s 
IV. Should a program of studies for educational secretaries be offered in colleges? 
108 Yes _!!_No Qualified or no det1nlte opinion--a 
V. In adiition to the activities included in this questionnaire , list other 
knowledges and skills i"Thich you feel should be included in a training program 
for educational secretaries. (Use back of this sheet if necessary. ) 
